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Terminal Learning Objective

ACTION: Employ Electronic Military Personnel Office (eMILPO) 
and 

Datastore Functions

CONDITIONS:  Given a personal computer with access to 
eMILPO and Army Human Resource System (AHRS) Datastore 
Training, the eMILPO User Manual Version 4.6.9, eMILPO 
Functional Guide Version 4.2, AR 600-8-6, practical exercise 
in a classroom environment and an awareness of Operational 
Environment (OE), variables and actors.

STANDARD: Students will meet the standard when they:
• Review the eMILPO System
• Review eMILPO Reports/Personnel Asset Inventory (PAI) 

Process
• Review the eMILPO Functionalities
• Review eMILPO System Administration
• Access AHRS Enterprise Datastore
• Perform AHRS Datastore Functions



3

Learning Step Activities

• Review the eMILPO System

• Review eMILPO Reports/Personnel Asset 
Inventory (PAI) Process

• Review the eMILPO Functionalities

• Review eMILPO System Administration

• Access  AHRS Enterprise Datastore

• Perform AHRS Datastore Functions
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Introduction to eMILPO
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ITAPDB Interactions

ITAPDB

REFRESH
DAILY

- Data warehouse for all TAPDBs
- Updates data daily
- Used by Leadership- Total COP
- Only holds 1 record/SSN
- By policy, uses TAPDB-G/R
  for RC Soldiers even when 
Mobilized

Two-way direction bundles from AR 
to TAPDB-AO and AE upon mobilization

One-way bundle from ARNG to 
TAPDB-AO and AE upon mobilization

TAPDB-AO

- Active Officers
- Mobilized RC Officers
- eMILPO, TOPMIS Update
- Data Bundle to TAPDB-R
  on DEMOB, not TAPDB-G

eMILPO

TAPDB-AE

- Active Enlisted
- Mobilized RC Enlisted
- eMILPO, EDAS Update
- Data Bundle to TAPDB-R
  on DEMOB, not TAPDB-G

eMILPO

TAPDB-R

- AR Enlisted/Officers
- Shares data w/AO and AE
- RLAS updates DB-R
-  Accepts data bundle from AC
  at DEMOB
-  Always DB of record for
  AR in ITAPDB

RLAS

- ARNG Enlisted/Officers
-  SIDPERS 10g/ RCAS
-  State feeds server @ 

NGB to   
  update TAPDB-G
- Will not accept (policy)
  data bundle from AC at
  DEMOB

TAPDB-G RCAS
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Provide a valid 
User Name:  c??.s?? 
Password: 0p-lim-e

Click 
“OK” to 
Proceed

 https://emilpotrng.ahrs.army.mil/
•  You must provide a User ID and password when logging into the eMILPO 

training portal

•  Enter your User ID and password provided by the Instructor  

Access eMILPO Training Database

Click “Cancel to 
exit
Without 
proceeding

https://emilpotrngtest.ahrs.army.mil/
https://emilpotrngtest.ahrs.army.mil/
https://emilpotrngtest.ahrs.army.mil/
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Check on Learning

Q.  What is eMILPO?  

R. eMILPO is a web-based system used by the U.S. Army 
to perform personnel actions and manage strength.

Q.  What is the web site for eMILPO? 

A.  The AHRS Web Portal is at 
http://emilpo.ahrs.army.mil. 

Q.  All users must have what type of userid and password 
before requesting access to the AHRS Web Portal? 

S.  AKO user ID and password.
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AHRS Web Portal (1 of 2)

Click on 
“eMILPO

”
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“Click” 
on

AHRS Web Portal (2 of 2)
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eMILPO Reports (1 of 3)

“Click” 
on the 

“+”
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eMILPO Reports (2 of 3)

“Click” 
on

AAA-162
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eMILPO Reports (3 of 3)

“Click” 
on
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Utilizing eMILPO for 
Strength Accounting (1 of 3)

DPTR 
6 
Sep 

DPTR 
9 
Sep 
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Utilizing eMILPO for 
Strength Accounting (2 of 3)

Reconcile the Unit Personnel 
Accountability Report (AAA-
162)

  Print AAA-162 last working day of 
the month

Annotate all changes and obtain 
supporting documents

Ensure Commander authenticates 
report

Bde/BCT S-1 PAS section performs 
all daily error reconciliation

6
5
4
7

6
5
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Utilizing eMILPO for 
Strength Accounting (3 of 3)

AR 600-8-
6

• Strength Reporting Steps:
 Obtain supporting documentation 
 Have Soldier sign in/out of unit on the personnel register
 Submit Transaction via eMILPO
 Annotate on or print AAA-162 and Unit Commander’s 

Finance Report (UCFR)
 Slot Soldier via eMILPO; Annotate or print the AAA-161 

(HRAR)
 File documents
 Maintain a suspense file for PCS orders 
 BNs notify the PAS (Brigade S-1) of any error messages 

or discrepancies (AAA-351) 
 Reconcile within Brigade monthly
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Personnel Registry (DA Form 647)
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Personnel Registry 
(DA Form 647-1)
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Personnel Asset Inventory 
(Front Page)

AR 600-8-6, 
Chap 5
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Personnel Asset Inventory (1 of 3)

• Objective of the PAI is to maintain timely, error-free 
Personnel Accountability and to involve 
commanders at all levels in the strength 
Accountability and reporting process.

• Actual PAI conducted at the lowest and most 
practical administrative level, consistent with the 
overall organization structure (normally UIC level)

• Pre-PAI Actions include verifying the accuracy of all 
Soldiers on the eMILPO AAA-162 report and 
submitting database system updates as required

• Commanders of widely dispersed units may 
delegate conducting the PAI to the senior Army 
person at the dispersed location

AR 600-8-6, 
Chap 5
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Personnel Asset Inventory (2 of 3)

• Unit Personnel Accountability Report (AAA-162) is the 
baseline document for conducting the PAI; supported 
by the Unit Commander’s Finance/Pay Reports 
(UCFR/UCPR)

• Commanders will reconcile personnel data 
information on the AAA-162 with an actual physical 
muster formation of assigned and attached Soldiers

• All Soldiers will be accounted for to include 
absences such as:

- Assigned-not-joined - Hospitalization
- Leave/Pass - Temporary Duty
- AWOL/Confined - Sick in Quarters
- Essential Duties - Missing

AR 600-8-6, 
Chap 5
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Personnel Asset Inventory (3 of 3)

 

Must be conducted for:

• Annual Army-wide PAI (100% accountability)
• Change of Command
• Loss of Commander
• A Unit Move, Inactivation, or Redesignation
• Deployment
• Movement from the Mobilization Station
• Direction of the Chain of Command 
 

AR 600-8-6, 
Chap 5
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Check on LearningQ.  What is the objective of a PAI?
A.  To maintain timely, error-free PA and SR, and give 

commanders at all levels an accurate account of the Soldiers 
in their unit. 

 
Q.  What is the Unit Personnel Accountability Report AAA-162?
A.  It is the source and historical document for strength 

reconciliations.  It lists all Soldiers assigned and attached to 
a specific organization and identifies their Deployability and 
Duty Status.  

Q.  Which report provides personnel discrepancies or notices for the 
unit?

A.  The Unit Personnel Accountability Notices (AAA-165). 

Q.  What is the purpose of the Personnel Register DA Form 647?  
A.  The Personnel Register (DA Form 647 and DA Form 647-1) is 

a source document used when performing strength 
reconciliation.  It is used to record military personnel 
arrivals to or departures from units on Permanent Change of 
Station (PCS) or Temporary Duty (TDY) Orders.  It is also 
used for recording passes, leaves, and visitors. 

Q.  What is the baseline document for a PAI?
A.  The Unit Personnel Accountability Report (AAA-162) (old 

AAC-C27).
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eMILPO Functionalities
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Personnel Services
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Personnel Accounting
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Soldier Arrival – Soldier Selection
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Soldier Arrival – Soldier Data
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Soldier Arrival - Summary
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Attach Soldier – Soldier Selection 

(1 of 2)
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Attach Soldier – Soldier Selection 

(2 of 2)
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Attach Soldier – Soldier Data
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Attachment Listing
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PCS Departures – Soldier Selection



34

PCS Departures – Soldier Data
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PCS Departures - Summary
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Duty Status – Soldier Selection
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Duty Status – Soldier Listing
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Duty Status – Soldier Data
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Duty Status – Soldier Listing #2
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Q.  What effect does a Departure transaction have on unit 
strength?

A.  It is a loss to the unit's assigned strength.

Q.  What effect does an Arrival transaction have on unit 
strength?

A.  It is a gain to the unit’s assigned strength. 

Q.  What effect does a Duty Status Change transaction have on 
unit

      strength?

A.  The Duty Status Change transaction has a dual effect. 
 Each transaction is counted as a gain and a loss 
within the applicable duty status and it also provides 
the current duty status of the Soldier (i.e. PDY, TRA, 
hospital, leave, confined, AWOL. etc.).

Check on Learning
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Reassignments



42

Promotions
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Readiness
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HRAR –UIC Selection
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HRAR - Date Selection
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HRAR Section 1
Slotted Soldiers
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HRAR Section 2 
 Unslotted Soldiers
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HRAR Section 3
Unfilled Positions
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HRAR Section 4
Slotted/Unfilled Position
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HRAR Section 5
Changed Authorizations
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HRAR Section 6
Total Soldiers
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Slotting
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Slotting - UIC Selection
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Slotting - Filter Criteria (1 of 2)
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Slotting - Filter Criteria (2 of 2)
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Slotting Summary
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Check on Learning

Q.  What are the functional areas within Reassignments? 

A.  Schedule briefing, Briefing Attendance, and HQDA 
Reassignments.

Q.  This report simulates the Unit Manning Report (UMR) and includes  
sections for slotted Soldiers and their authorizations, un-slotted 
Soldiers, unfilled positions, slotted and unfilled positions, changed 
authorizations, and total Soldiers.

A.  Human Resource Authorizations Report (HRAR). 

Q.  What is the purpose of the Slotting authorized document?

A.  The Slotting – Authorized Document allows the authorized 
user to

      associate one or more Soldiers with filled or unfilled 
positions from an 

      authorization document by comparing the qualifications of 
the selected 

      Soldiers with the requirements of the authorization 
document.

Q.  This eMILPO service provides an aggregate view of a unit’s 
personnel, strength, and readiness status and includes Personnel 
Asset Visibility Report (PAVR) and Human Resource Authorizations 
Report (HRAR).

B.  Readiness.
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PERSTEMPO
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DTAS
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You are the HR Specialist currently assigned to the 
HHC, 1st Brigade Combat Team, 4th Infantry Division and 
the unit is preparing to deploy to Iraq.  The Adjutant has 
been briefed by the Brigade Commander to prepare the 
Deployment Roster and Rear Detachment Personnel 
Roster. The Adjutant provides you with a list of names of 
personnel that will be part of the Rear Detachment and 
will not be deploying. 

He also hands you a folder with documents that must 
be processed in eMILPO. The Adjutant informs you that 
the transactions that you are about to do must reflect 
on a clean copy of the AAA-162 so he can provide the 
copy to the Brigade Commander. He also informs you 
that the Soldiers that you have completed the 
transactions on will not be part of the deployed roster 
and must be checked off from the Extensible Markup 
Language (XML) File that will be UP-Loaded in to DTAS 
when the unit arrives in Iraq.

eMILPO DTAS Scenario
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eMILPO Main Menu
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eMILPO  DTAS – Soldier Selection
(1 of 3)
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eMILPO  DTAS – Soldier Selection
(2 of 3)
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eMILPO  DTAS – Soldier Selection
(3 of 3)
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eMILPO  DTAS – Data Extract
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Data Extract  (XML) File (1 of 2)
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Data Extract  (XML) File (2 of 2)
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Extensible Markup Language 
(XML) File
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Check on Learning

Q.  What file format does eMILPO produce for uploading in to 
DTAS?

A.  Extensible Markup Language (XML) File.

Q.  Up to how many Soldiers will eMILPO pull data up when 
creating an .xml file for DTAS?

A.  Only the first 400.  The rest of the UIC must be 
searched by SSN or Name.  

 
Q.  How many reports can be found in the Reports Tab in 

DTAS?

A. Four.  

Q.  What  System is a Congressionally-mandated system to 
track 

      Soldiers’ deployed time away from home?

A.  PERSTEMPO. 
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System Administration

System Administration



71

System Administration Menu

gi.joe@us.army.mil
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Add User Account 

Enter the Users AKO 
Account

gi.joe@us.army.m
il

Add User 
 Account

Click 
Submit to 
Proceed

mailto:gi.joe@us.army.mil
mailto:gi.joe@us.army.mil
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Modify User Account

gi.joe@us.army.mil

Click “Submit” 
to Proceed

Modify Unit
  Profile

Enter the Users AKO 
Account

mailto:gi.joe@us.army.mil
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Modify Access Control

gi.joe@us.army.m
il

Click 
“Submit” to 
Proceed

Modify 
Access 
Control

Enter the Users AKO 
Account

mailto:gi.joe@us.army.mil
mailto:gi.joe@us.army.mil
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Lock/Unlock Account

gi.joe@us.army.mil

Click “Submit” 
to Proceed

Lock/Unlock 
Account

Enter the Users AKO 
Account

mailto:gi.joe@us.army.mil
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Remove Account

gi.joe@us.army.mil

Click “Submit” 
to Proceed

Remove
Account

Enter the Users AKO 
Account

mailto:gi.joe@us.army.mil
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Delegate Workflow Role

gi.joe@us.army.mil

Click “Submit” 
to Proceed

Workflo
w Role

Enter the Users AKO 
Account

mailto:gi.joe@us.army.mil
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Check on Learning

Q. Who is responsible for establishing accounts for all users of    
eMILPO assigned to your brigade?  

R.  The User (System) Administrator.

Q.  The User Account Functions allows the UA to do what? 
S. Allows the UA to create, maintain, and remove user 

accounts for   the unit boundaries that he or she is 
authorized to manage. 

Q.  What are some of the functions associated with the User 
Account  Functions?

T. Add user account, modify user account, lock/unlock 
user account,   remove user account and delegate 
workflow role.  
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System Functions

Modify 
Unit

Hierarchy
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Modify Unit Hierarchy
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Personnel Service Center (PSC)   



82

Remove 
Inactive 
Account

System Reports
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Remove Inactive Accounts



84

Failed Logons
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Audit Report
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Workflow Accounts
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Check on Learning

Q.  What will the system display when viewing the Remove 
Inactive 
    Accounts?  

A.  The system displays all user accounts that are 
inactive for 30 

days or greater as well as their corresponding data 
(User ID, 
Associated UIC, Last Logon Date, # Inactive Days, 
and Account 
Locked status).

Q.  Where would you be able to add a Personnel Service Center 
 (PSC)?

A.  Under System Functions

Q.  When viewing the workflow accounts, what information is 
 displayed?

A.  The system displays the AKO User ID, UIC, Role, SA 
Rights, 

      and end date for all accounts.
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AHRS Enterprise Datastore

Datastor
e
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AHRS Web Portal

User Login for all students 
is “cXX.sXX” Substitute 
XX with classroom and 
student number.

Click on 
“continue”

 You will have to provide a User 
ID and password when logging 
into the AHRS portal

 Enter your User ID and 
password given out by the 
Instructor  
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Datastore Main Menu 
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Ad hoc Query

Public 
Folders

Select Ad hoc 
Query
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Query Wizard Launch

Select Ad-Hoc 
Query Starting 
Point
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Query Toolbar/Run Report

Click on 
“Run 

Report”

Query 
Toolbar
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Preview with No Date/Insert Data

Select 
“Preview 
with No 
Data”

Click on “Insert 
Data”

1s
t

2
d
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Presentation Layer

The Predefined Query 
Subjects are sets of the 
most frequently used data 
elements.

Click on the plus 
(+) sign to access 
the “Presentation 
Layer”.

Click on the plus (+) sign 
“AHRS Datastore Query 
Wizard” to view the 
Predefined Query 
Subjects.

1st

2
d
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Predefined Subjects

Click on the plus 
(+) sign to 
expand the 
“Soldier  Core” 
predefined 
subject
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Data Elements

Click 
Insert

Hold the Ctrl Key 
and Click “BASD 
DT” and “Current 
Rank AB”

You can 
select desired 
data fields 
under 
“Soldier 
Core” or any 
of the other 
42 
categories. 
Follow 
example 

To insert 
Data you 
can also 
double click 
or highlight 
and click 
insert  
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Filter(s)

To “Filter” highlight 
column and right 

click.

“Filter” 
icon
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Applying Filter(s)

Select the required 
filter(s) for SGT – SFC 
Only. Click 

“OK”
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Preview with Limited Data

Click on 
“Preview with 
Limited Data”. 
Only the 
required data 
will populate.

Click on 
“Run 

Report”

1s
t

2d
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Save Ad Hoc Query

“Save As” 
Query
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Save Query to My Folder 

Select “My 
Folders”

Type a 
“Name” for 
the query. 

Click 
“OK”
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Check on Learning

Q.  What is the purpose of “Preview with No Data” when building 
a query?

A.  Prevents a database work overload and allows the 
query to run in a timely manner. 

Q.  What are the two methods for filtering data element? 

A.  Highlight the data element and click the filter icon to 
allow the system to load the values or manually type 
in the field values to accurately populate the query. 
FIELD VALUES ARE CASE SENSITIVE.

Q. How many Predefined Query Categories/Subjects are in the 
Presentation Layer?

A. There are approximately 43 Predefined Query 
Categories/ Subjects that contain the most frequently 
used data elements to build queries.
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Modifying Existing 
Ad Hoc Query (1 of 2)

Click on “Preview with 
No Data”. This will save 
time when modifying 
the report. 

Click on “Run 
Report”
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Modifying Existing 
Ad Hoc Query (2 of 2)

Select Data 
Elements indicated 
on next slide.

Click on Insert 
Date
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New Data Elements

Enter the below indicated data fields into the current 
AD hoc Query.

UIC Hierarchy:  UIC 
 
Soldier Core:  SEX_CD, MIL_ED_LVL_CD and  
MARTL_STAT_CD
 
Security Clearance Data:  SCTY_CLR-LVL_DESCR 
 
Citizenship and Birth Date:  PERSON_BIRTH_DT
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Query with Additional Data Elements

Additional 
Data 

Elements
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New Data Filters

Filter the current data fields with the 
following criteria. 

UIC:  W00101
 
MARTL_STAT_CD :  M 
 
SCTY_CLR-LVL_DESCR:  SECRET and TOP 
SECRET
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Adding Additional Filters

Additional “Filters”

Click “Apply” 
then “OK”
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Modify Existing Filter(s)

Click 
“Ok”

Modifying Filters 
by clicking on 

titles

Then 
make 

changes 
as 

necessary
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Sort Function

Highlight Data 
Element you will 
Sort  
“Current_Rank_AB”

Click 
“Sort”

1s
t

2d

Sorted data 
elements are 
shown populated 
in sequence 
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Rearrange Data Element Columns

Rearrange the columns in the 
following order:

LAST_NM, FIRST_NM, SSN Formatted, 
CURRENT_RANK_AB, UIC, SSN, SEX-CD, 
MIL_ED_LVL_CD, MARTL_STAT_CD, 
SCTY_CLR_LVL_DESCR, BASD_DT, AND 
PERSON_BIRTH_DT  
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Rename Data Element Columns

Click 
“Ok”

NAME_REPORTING_FORMAT  =  NAME (Last, First, 
Middle)

SSN Formatted = SSN

CURRENT_RANK_AB  =  RANK

SEX_CD  =  GENDER 

MIL_ED_LVL_CD = MILITARY EDUCATION LEVEL 

MARTL_STAT_CD  = MARITAL STATUS

SCTY_CLR_LVL_DESCR = SECURITY CLEARANCE

BASD_DT = BASD DATE

PERSON_BIRTH_DT = DOB

Double click on the 
Data Element to 
open the Edit Menu 
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Renamed Data Element Columns



115

Check on Learning

Q.  How do you rename a data element column?

A.  Double click on the data element to open the edit 
menu bar below. Rename the column and click “OK”.

Q.  What function allows you to change the order of the data 
element from ascending to descending or vice versa?

A.  The "Sort”.  

Q.  How would you rearrange the order of the data elements 
columns on the query?

A.  Highlight the data element, right click, select cut, 
move the data element column to the new location, 
right click and select paste. 
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Student Exercise



117

Practical Exercise
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During this block of instruction, we 
covered the following Learning Activities:

• Review the eMILPO System
• Review eMILPO Reports/Personnel Asset 

Inventory (PAI) Process
• Review the eMILPO Functionalities
• Review eMILPO System Administration
• Access AHRS Enterprise Datastore
• Perform AHRS Datastore Functions

Summary
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Terminal Learning Objective

ACTION: Employ Electronic Military Personnel Office (eMILPO) 
and 

Datastore Functions

CONDITIONS:  Given a personal computer with access to 
eMILPO and Army Human Resource System (AHRS) Datastore 
Training, the eMILPO User Manual Version 4.6.9, eMILPO 
Functional Guide Version 4.2, AR 600-8-6, practical exercise 
in a classroom environment and an awareness of Operational 
Environment (OE), variables and actors.

STANDARD: Students will meet the standard when they:
• Review the eMILPO System
• Review eMILPO Reports/Personnel Asset Inventory (PAI) 

Process
• Review the eMILPO Functionalities
• Review eMILPO System Administration
• Access AHRS Enterprise Datastore
• Perform AHRS Datastore Functions
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